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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Patrice Thomason-Bell
	SUPERVISOR'S CLASS: SSM I
	personnel analyst: VB 
	personnel date: 5/1/2012
	PERCENT OF TIME: 












50%

	activity: POSITION SUMMARY

Under direct supervision of the Section Chief, and under the occasional leadership of the full journey-level budget staff, the Staff Services Analyst in the Budget Office will perform the more routine and moderately-complex budgetary duties to support assigned organizations within the Department.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; assist in the development and administration of the Department's budget; maintain regular, consistent, predictable attendance; exercise good judgment.  The specific essential duties are:

Perform the initial review and analyses of various budgetary documents, including but not limited to concept papers, budget change proposals, work program revisions, and program component statements.  Assist in administering program allotments and expenditures in SAP in accordance with the laws and procedures pertaining to each appropriation source.  Address inquiries from program staff on the more rudimentary fiscal-related issues, perform research using historical reports and data from various sources, and reconstruct budgetary and accounting transactions as needed to resolve discrepancies.  Work with Accounting Office staff on expenditures, reimbursements, and general ledger issues.  Process funding strips submitted by the line programs to ensure sufficient funding in support of service agreements.  Review and process Program Cost Center Establishment forms to set-up new cost objects and associated fund center budget allotments in SAP.  Research and respond to help desk tickets from assigned program areas.  

	classification: Staff Services Analyst
	appointee: Vacant
	dwr position number: 0240-5157-xxx
	sap personnel no: 
	sap position number: 50042727
	division: DFS/BO/Delta, Flood & Water Management Section
	mcr: 1
	percent 2: 35%







15%
	activity2: Coordinate with the full journey-level analysts in the office to develop the Department's formal budget presentation package by compiling and using data from SAP to prepare the various supplementary schedules and attachments.  In particular, assist in checking and computing dollars associated with positions as part of the Schedule 8 reconciliation process.  Monitor fund expenditures throughout the fiscal year to ensure programs do not go over-budget and alert management of any potential fiscal problems.  Prepare routine expenditure reports for Division and Department management based on SAP data that is imported to a spreadsheet format.  

Assist staff and management with the preparation and dissemination of training materials to educate line program staff about budgetary processes and activities.  Prepare Power Point presentations, graphs, spreadsheets, and handouts for use by Budget Office management at Executive briefings, Governance Board meetings, and various other venues.  Perform special assignments as required in response to drills and directives from the Department of Finance, the Legislature, Natural Resources Agency, DWR management, and other external parties.


KNOWLEDGE, SKILLS AND ABILITIES

Strong customer service skills, work cooperatively with internal and external customers, exercise good judgment and maintain consistent, predictable, and regular attendance.    Apply organizational skills in order to prioritize work assignments, possess good analytical and interpersonal skills, the ability to communicate orally and in writing with various department and field division staff.  Proficient in Microsoft Word and Excel. 
	supervisor name: Patrice Thomason-Bell
	employee name: 


